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The Purchase Record Retrieval Sheet

Reep the record where the question can find it.

Filing is useful when the next responsible adult can retrieve the right evidence.

Example: an appliance receipt is kept beside its actual warranty, and the adult records the private folder location and one

unresolved seller question.

01 identify the purchase

Use the actual receipt rather than memory.

Item or service purchased

Seller and purchase date

Order or model shown

Unclear receipt detail

02 Choose the record purpose

Name the question this evidence may answer.

Reason for retaining this receipt

Warranty or directions to pair

Open return or service question

Other applicable record instruction
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03 Make retrieval clear

Avoid unnecessary private information on this sheet.

Private folder or file location Simple retrieval description

Other adult with suitable access Missing document to obtain

04 Finish the open action

Filed and resolved are separate states.

Next action and responsible adult Actual response or completion

Final response location Retrieval check and adjustment
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